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Instructions for Engineering Consultant Reporting on ARRA Funded Contracts
American Recovery and Reinvestment Act
Monthly Employment Report (ARRA-MER) Web Application

Note: To use the ARRA-MER application, you will need to request obtain an Account ID and
password for the State of lowa’s Enterprise A&A system. To request an account, refer to the
Sign-Up Instructions. The instructions below are similar to the Contractor Instructions because
the federal reporting requirements for ARRA funded projects are the same for every company
and firm that is paid with ARRA funds.

Note: To comply with Federal reporting requirements, all companies who are receiving ARRA
funded contracts must report their Dun and Bradstreet Universal Number System (DUNS)
number. Please e-mail your DUNS number to Steve Belzung in the lowa DOT Office of
Contracts at: Steve.Belzung@dot.iowa.gov

If your firm does not have a DUNS number, you may request one at the following web-page:
http://www.dnb.com/US/duns_update/index.html

1. Click on https://secure.iowadot.gov/ARRA-MER/Default.aspx to open the ARRA-MER
Information and Instructions page, as shown below:
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American Recovery and Reinvestment Act

® overview Monthly Employment Report

Information and Instructions

Login to ARRA-MER
Why is this required and what does it include?

In accordance with Sections 1201 and 1512 of the American Recovery and Reinvestment Act (Recovery Act) of 2000, the lowa
Department of Transportation (Iowa DOT) is required o provide a Monthly Summary Employment Report (Form FHNA-1537) to the
Federal Highway Administration (FHWa). This report provides he total number of persans employed, hours worked and payroll
‘associated for all Recavery Act-funded contracts. To collect this data, the lowa DOT has developed aWeb-based application.

Who must file a report?

« 4ll prime contractors on Recovery Ackfunded cantracts. Prime contractors must alsa repart employment information Tor their
subcontractors, ifany.

« All prime consulants emplayed on contracts that are reimbursed with Recavery Act funds. Prime consultants must alsa report
empleymentinformation for their subcontractars, if any.

o Lotal agencies, planning agenties of other agenties that receive Recovery Actfunds passed through the lows DOT, ifthey request
reimbursement of their staff costs with Recovery Act funds

Whien mist a report be filed?

 Reports must be filed with the lowa DOT monthly, beginning with the month work begins and continuing untilthe contractis
accepted as complete by the project engineer or until September 2012, whichever comes first

« Reports are due by the 10th of each month, following the month being reported. I the 10th falls on a weekend or state holiday, the
repartwill be due the first working day priorta the 10th.

[ €] http: i iowadet. goviszindex . aspcr S @ mnternet

2. Click on “Login to ARRA-MER” to open the ARRA-MER log-in page, as shown below. Enter
your Account ID and password and click “Sign In”.
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DOT American Recovery and Reinvestment Act - ~
Monthly Employment Report

What Is ARA?

CREATE AN FORGOT
SIGN IN ACCOUNT PASSWORD FORGOT 1D

Sign into DOT American Recovery and Reinvestment Act - Monthly
Employment Report here.

Enter your Account 1d and password to sign into DOT American
Recovery and Reinvestment Act - Monthly Employment Report.

Account Id:
posswrard: ||

[ Take me to my Account Options after I Sign In.
9
Account 1d Examples:

* frstname.lastname@iowaid

o frstname.lastname@iowa.gov

« firstname.lastname@iwd.iows.goy
+ firstname.lastname@dhs state.ia.us

B S @ hternet

3. After logging in to the ARRA-MER web application, you will see a Contractor Status page
that looks similar to this:

L5

American Recovery and Reinvestment Act (Recovery Act) of 2009

(») overview

= v Monthly Employment Report
13) Contractor Contracts

(%) Engineer Contracts Contractor Status

® FAQ

You have been identified as:

Contractor name: Aspro, Inc.
Contractor address: 3613 Texas Street
P.0. Box 2620
Contractor city and state: Waterloo , 1A
Contractor Zip Code: 50702
Contractor email: milt@asproinc.com

If this is not you, or some part of your contact information is incorrect, please contactthe

lowa DOT Office of Contracts at 515-239-1414 and we will correct this information before
submitting the final report.

Report for work done in:
Please choose month worked vi

Contracts you have available to report on are:
No contracts found

Please skip to Step 14 for instructions on how to review ARRA Monthly Employment
Reports submitted by contractors.

4. Inthe “Report for work done in:” drop-down box, select the month that you wish to

complete. After selecting a report month, the page will update to display your contract(s),
similar to the page shown below:
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American Recovery and Reinvestment Act
(b=l Monthly Employment Report
Impersonation
Projects Contractor Status
Contracts
Contractors
DOT Project Managers ‘You have been identified as
Engineers Contractar name: Henningsen Canstruction, Inc.
Contractor address: 1407 8w 7Th &t
Contractor city and state: Alantic , 1A
GContractor Zip Code: 50022-0000
Contractor email: henningsencons@mete.net
Ifthis is notyou, or some part of your contact information is incorrect, please contact the
lowa DOT Office of Contracts at 515-238-1440 and we will corect this information before
subrnitting the final report.
Report month:
472009 &
Contracts you have available to report on are:
View Contract Details Contract ID Status
@ 73-0022-044 Report Due Start Report
Q 73-0711-030 Report Due Start Report
e iova Department Policies and | Applets and Plug-ins
S CATIE T lowa Department of Transportation - $00 Linceln Way - Ames, 14 50010 0
]
< |
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This page will display your company’s name, address, and e-mail. Additional information is

provided or can be accessed as described below:

e Inthe “View Contract Details” column, click on a green magnifying glass to view

additional information about the contract.

e The “Contract ID” column lists the ARRA funded contract(s) that your company has been

awarded.

e The “Status” column indicates the submittal status of the Monthly Employment Report.
e When areport is due, a link titled, “Start Report” will be provided adjacent to the

“Status” column.

Note: If any of the information shown on the Contractor Status page is incorrect, please

contact the lowa DOT Office of Contracts at 515-239-1414.
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5. To begin a new report, click on the “Start Report” link for the desired Contract ID. Most of
the data fields will be automatically filled-in based on the Contract ID you selected. You will

see a Report Entry page similar to the one shown below:
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American Recovery and Reinvestment Act “
(IR Monthly Employment Report
Impersonation
Projects Report Entry Page
20':’"35 Name: Henningsen Construction, Inc.
ontractors
DOT Project Managers Address: 1407 Sw 7Th 5t
Engineers City and state: Atlantic , 14
Zip Code: 50022-0000
DUNS #: 093097426
Report month: 0453009
Contracting agency: Creston Resident Const Office
Contract reporting: 73-0022-044
Award amount: $848816.55 Contract signed date: 33062009
Description of work:  Hma FavementWidening f Hma Resurfacing
Contractor name Contractor  Employees Hours Payroll §
type
Henningsen Construction, Prime 1] 1] 1] s 3
Inc. Contractor
Dplm, Inc. Sub Confractor 0 i] 1] s 3
Manatt's, Inc. Sub Contractor 0 1] 1] s 3
Penhall Company & Sub Contractor 0 1] 1] s 3
Subsidiaries
Seibert Trucking, Inc. Sub Contractor 0 1] 1] s 3
Ten Point Construction Sub Confractor 0 0 1} &R
Cornpany, Inc.
| |l | |l | *
DBE actual payments-to-date
Preparer name Preparer title Date Prepared
\ | ] 05/1172009
- [ 1 am intentionally leaving zeroes in my employees, hours and payroll dollar
fields for those firms that performed no work during this reporting period.
o
< TN
ﬁj Daone é o Internet

The prime contractor and each subcontractor will be listed in a table, as shown above. When
opening a new report, the “Employees”, “Hours”, and “Payroll S” fields will all default to zero.
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6. Enter employment data for the prime contractor and each subcontractor as described
below:

In the “Employees” field, enter the total number of employees who worked on the contract
during the reporting period. This should include all employees directly engaged in the
contract work, whether on the job site, in the project office, or in other work locations.

e Contractors should include all employees of the prime contractor and subcontracts,
but should not include material or tool suppliers.

e Consultants should include all employees of the prime consultant and
subconsultants, such as engineering personnel, inspectors, and materials testing,
sampling, or lab technicians.

e Local agencies and other subrecipients should include all employees who charged
time to the project, if they will request reimbursement of these costs with ARRA
funds.

In the “Hours” field, enter the total hours of all employees working on the contract for the
reporting period.

In the “Payroll $” field, enter the total dollar amount of wages paid to employees working
on the contract during the reporting period. Do not include overhead or indirect costs.

Note: A report must be submitted for each month, even if neither the prime nor any
subcontractors performed any work.

For each field listed above, enter whole numbers only with no commas, spaces, or dollar
signs. Use the following actions to add, edit, or delete data:

Action Icon

To enter a new line of data, or to edit a previously saved line of data, 7
click on the pencil icon next to the line you want to edit.

Clicking on the pencil icon will make the fields on that line active and 1] @
these icons will appear next to the line.

After making the desired edits, click on the floppy disk icon to save your o
changes.

If you want to cancel your changes while editing a line, click on the red
circle with an X in it. This will return the line of data to its previous state.

To delete a previously saved line of data, click on the red X.

If a subcontractor has been added to the contract but is not shown in the
list, add a new line of data by clicking on the plus sign icon. Then type
the name of the subcontractor in the “Contractor Name” field and select
“Sub Contractor” from the drop-down list in the “Contractor Type” field.

o8 @
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7. Inthe “DBE Actual Payments to-Date” field, enter the total amount paid to Disadvantaged
Business Enterprise (DBE) firms to-date. This dollar amount should include all labor,
equipment, materials, etc. Enter whole numbers only with no commas, spaces, or dollar

signs.

Note: If the prime contractor is a DBE, report the total amount paid to the prime contractor
to-date, less the amounts paid to any non-DBE subcontractors.

8. Inthe “Preparer Name” and “Preparer Title” fields, enter the name and title of the person
preparing the form.

9. If the prime or any of the subcontractors performed no work during the reporting period,
you must check the box labeled, “l am intentionally leaving zeros in the employees, hours,
and payroll fields for those firms that performed no work during this reporting period”.

10. After all the data is entered, the page should look similar to the one shown below.
Complete the report by clicking on the “Finish” button.
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~
eI Monthly Employment Report
Impersonation
Projects Report Entry Page
gz::::ﬁ:rs Name: Henningsen Construction, Inc.
DOT Project Managers Address: 1407 Swe 7Th 5t
Engineers City and state: Atlantic | 1A
Zip Code: 50022-0000
DUNS #: 093097426
Report month: 042009
Contracting agency: Creston Resident Const Office
Contract reporting: T3-0022-044
Award amount: $848.816.55 Contract signed date: 313002009
Description of work: Hma Pavement Widening f Hma Resurfacing
Contractor name Contractor Employees Hours Payroll §
tvpe
Henningsen Construction, Prime 10 a0 1200 &R
Inc. Cantractar
Dplm, Inc. Sub Contractar 3 120 400 s R
Manatt's, Inc. Suh Contractar 0 1] i} &3
Penhall Company & Sub Contractor 0 a 0 &3
Subsidiaries
Seibert Trucking, Inc Sub Contractar 0 1] 0 &3
Ten Paint Construction Sub Contractar 5 600 10500 &3
Campany, Inc.
ad
DBE actual payments-to-date
2365
Preparer name Preparer title Date Prepared
A Hennignsen, Jr. Project Manager 05/11/2009
| am intentionally leaving zeroes in my employees, hours and payrall daollar
fields for those firms that performed no wark during this reporting period.
v
< ¥
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11. After clicking on the “Finish” button you will be returned to the Contractor Status page. To
verify your report has been submitted, check the Status column. The Status will change
from “Report Due” to “Finished — Awaiting Review”. The page will look similar to the one
below:

2 ARRA - Monthly Employment Report Contractor Status - Microsoft Internet Explorer

File Edit View Favorites Tools Help »'a","
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lowa Department of

American Recovery and Reinvestment Act

OfexncaiN Monthly Employment Report
Impersonation
Projects Contractor Status
Contracts
Contractors 8 3 2
DOT Project Managers You have been identified as:
Engineers Contractor name: Henningsen Construction, Inc.

Contractor address: 1407 Sw 7Th St.

Contractor city and state: Atlantic , 1A
Contractor Zip Code: 50022-0000
Contractor email: henningsencons@metc.net

Ifthis is not you, or some part of your contact information is incorrect, please contact the
lowa DOT Office of Contracts at 515-239-1440 and we will correct this information before
submitting the final report.

Report month:
4/2009 v

Contracts you have available to report on are:

View Contract Details Contract ID Status
=} 73-0022-044 Finished - Awaiting Review View Report
% 73-0711-030 Report Due Start Report
’.‘m Department Policies and Statements | Applets and Plug-ins
- lowa Department of Transportation - 800 Lincoln Way - Ames. 1A 50010 7
A
L | &
é] é 0 Internet
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12. To view, print, or export your report data, click on “View Report” for the desired Contract
ID. This will open a report preview screen similar to the one shown below:

2} https:Hsecure.test.iowadot/ARRA-MER/Re portPreview.aspx - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help :f
Q Back ~ () \ﬂ \ELI ;\J /.._ ) Search ‘:1\'/ Favarites 6_-‘? @ = ] - @\\? ﬁ
Address @'] https:/lsecure test.iowadot |/ARRA-MERJReportPreview, aspx v . Go |Links ® %Convert - @58|8Ct
i 4 of 1 |» ] 100% L Find | Mext Select a format » | Export ._:’g
~
MONTHLY EMPLOYMENT REPORT
AMERICAN RECOVERY AND REINVESTMENT ACT
1. Report Month: {mm vy 2. Confracting Agency
0452009 | lowa Department Of Transportation
3. Contract Reporting 4. dward Armount 5. Contract Signed Date
73-0022-044 $B845 817 343072009
Description of Wark
Hrra Pavement Widening / Hrma Resurfacing
&, Confractor Mame and Address
Marne: Henningsen Construction, Inc.
Address: 1407 Sw 7 Th St
City: Atlantic State: 14
Zip: 500220000
7. Confractor DUNS Murnber: 093057426
8. Employment Data

Contractor Name Hours Payroll

Henningsen Construction, Inc. Prirme 10 Bo0 $1,200
Contractor

Dplm, Inc. Sub Contractor 3 120 $400
hanatt's, Inc. Sub Contractar 0 0 50
Penhall Company & Subsidiaries Sub Contractor 0 0 $0
Seibert Trucking, Inc. Sub Contractor ] ] 50
Ten Point Construction Company, Inc. Sub Contractor 5 BO0 §10,500

Prime and Subcontractor Totals 18 14520 §12,100
9. Prepared by CEO or Payroll Official: Date:

Blmvmms & T 1 b mmam T [=EER N e TalaTel b
@Done é 0 Inkernet

From the preview page, the following options are available:
e To print the preview page, click on the printer icon near the upper right part of the page.
e To export the report data to either a Microsoft Excel or Adobe Acrobat PDF file format,
select the desired file format from the drop-down box and click “Export”.
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13. After your report is submitted, the Project Engineer will receive an e-mail notification that
your report is ready for review. After the Project Engineer reviews the report, you will
receive an e-mail notification stating whether the report has been accepted or if it needs to
be resubmitted.

e |If accepted, the report process is complete for the report month. The Status column will
be changed to “Accepted.”

e |f the report needs to be resubmitted, you will receive an e-mail notification and the
Status column will change to “Finished — Denied”. The e-mail notification will provide
the reasons why your report was denied. Make the necessary corrections by clicking on
“Resubmit Report” and following Steps 4-10 above.

14. If you are authorized to accept ARRA reports submitted by Contractors, you can switch to
that screen by clicking on the “Engineer Contracts” in the gray box on the left side of the
screen. If you later need to report hours and wages for your firm you can click on the
“Contractor Contracts” to return to the reporting mode.

N\ Y

American Recovery and Reinvestment Act (Recovery Act) of 2009

(2) Overview Monthly Employment Report
t:) Contractor Contracts
(») Engineer Contracts Contractor Status
(») FAQ
You have been identified as:
Contractor name: Aspro, Inc.
Contractor address: 3613 Texas Street
P.0. Box 2620
Contractor city and state: Waterloo , 1A
Contractor Zip Code: 50702
Contractor email: milt@asproinc.com

Ifthis is not you, or some part of your contact information is incorrect, please contact the
lowa DOT Office of Contracts at 515-239-1414 and we will correct this information before
submitting the final report.

Report for work done in:

| Please choose month worked V}

Contracts you have available to report on are:
No contracts found
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15. After clicking on the “Engineer Contracts” your screen should look similar to what is shown

below. You can then review and accept hours as explained in the “Engineer Instructions”
handout.

American Recovery and Reinvestment Act (Recovery Act) of 2009

§ Overvicw Monthly Employment Report
») Engineer Contracts
») FAQ Contracts Assigned to Engineer

You have been identified as:
Engineer name: Charles Levy Jr.
Engineer email: charles.levy@dot.iowa.gov

Ifthis is not you, or some part of your contact information is incorrect, please contact the
lowa DOT Office of Local Systems at 515-239-1528 for assistance.

Report for work done in:
Please choose month worked v

Contracts you have available to review are:
No contracts found
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